Center for Business Education and Training

Course List/Training Needs Assessment


The Center for Business Education and Training’s service to business, industry, and non-profit agencies includes assisting your organization to improve productivity, profitability, and quality of services.  This form is a starting point to determining your needs and recommending performance-improvement solutions.  In addition to this information, a staff person will meet with you to further assess your training needs.  From the information gathered, we recommend cost-effective and practical training and support opportunities.

Company/Organization:

Address:

Contact Person and Title:

Phone:




Email:

Number of Employees:  F/T _______________________  P/T_________________________

Please check off what you feel your training needs might be--

Computer Training

   (  )  Basic Keyboarding  

   (  )  Introduction to the PC

   (  )  Microsoft Office

   (  )  Windows

   (  )  Word

   (  )  Excel

   (  )  PowerPoint

   (  )  Access

   (  )  Publisher

   (  )  Outlook

   (  )  “Palm” Pilot

   (  )  Project

   (  )  Microsoft Office Integration

   (  )  Troubleshooting PC Problems

   (  )  Microsoft Exchange

   (  )  Computer Maintenance and Repair

   (  )  A+ Certification Prep

   (  )  Net+ Certification Prep

   (  )  C++ 

   (  )  Basic Networking

   (  )  Computer Building & Upgrading

   (  )  Overview of Basic Data Communications

   (  )  _________________________

Professional Development
   (  )  Time and Priority Management

   (  )  Problem Solving/Decision Making

   (  )  Managing Effective Meetings

   (  )  Critical Thinking

   (  )  Stress Management

   (  )  Interpersonal Communications

   (  )  Dealing with Difficult People

   (  )  Public Speaking: Presentation Survival
   (  )  Effective Telephone Skills

   (  )  Business Writing for Success
   (  )  Basic Skills – English, Math

   (  )  Executive Coaching

   (  )  360 Feedback Management Assessment 

   (  )  Meyers Briggs Type Indicator (MBTI)

   (  )  Sales Skills

   (  )  Basic Grammar Review

   (  )  _________________________

Business
   (  )  Future Growth

   (  )  Workplace Law

   (  )  Fundamentals of Selling Techniques

   (  )  Budgeting and Accounting

   (  )  Ethics in Business

   (  )  Successful Negotiating
   (  )  Marketing and Advertising

   (  )  Time Management Using a PDA

   (  )  Time Management: Practical Techniques for 

            Controlling Time & Making it a Manageable

            Resource
   (  )  Finance Basics for Non-Financial Employees
   (  )  Budgeting 101
   (  )  Constructing and Conducting Surveys

   (  )  Customer Relationship Building

   (  )  Project Management

   (  )  Goal Setting

Business (cont’d)

   (  )  Planning & Running Effective Meetings
   (  )  Sexual Harassment Prevention   
   (  )  Stress & Success

   (  )  Effective Problem Solving & Decision 
            Making

   (  )  Activity Based Cost Management (ABCM)

   (  )  Root Cause Analysis

   (  )  Effective Interviewing/Hiring Techniques

   (  )  Understanding Diversity & Differences

   (  )  Organizing Records & Files

   (  )  Process Evaluation & Improvement

   (  )  Business Writing for Success

   (  )  Maximum Positive Workplace Synergy

   (  )  “MYOB” – Minding Your Own Business

             …a guide to finance, budgeting, and

             measuring success

   (  )  Change Management

   (  )  _________________________

Career Transition/Outplacement Services
   (  )  Challenge of Change

   (  )  Career Planning

   (  )  Effective Resume Writing

   (  )  Interview Techniques
   (  )  Job Search Techniques

   (  )  Achieving Success, Moving Ahead and 

            Upward
   (  )  Employment Strategies

   (  )  _________________________

Safety and Health Training
   (  )  Basic First Aid/CPR/AED

   (  )  Back Safety Training

   (  )  Construction Safety and Health Standards

   (  )  Foundation of Industrial Hygiene

   (  )  OSHA Recordkeeping

   (  )  Ergonomics

   (  )  Blood Borne Pathogen Protection

   (  )  Patient Satisfaction & Customer Service

   (  )  _________________________

Total Quality Management
   (  )  Introduction to Total Quality Management

   (  )  Quality Process Action Team Training

   (  )  ISO Standards and Auditing

   (  )  Statistical Process Control

   (  )  Quality Customer Service

   (  )  Lead Auditor Training

   (  )  Process Mapping

   (  )  _________________________

Supervision and Management
   (  )  Fundamentals of Supervision

   (  )  Making the Transition to Management

   (  )  Leadership Development

   (  )  Applied Leadership
   (  )  Leadership Institute

   (  )  Understanding the Role of Management

   (  )  Building Winning Business Teams

   (  )  Strategic Planning and Goal Setting

   (  )  Finance Budgeting and Measuring Success

   (  )  Establishing Expectations and Taking 

            Corrective Action

   (  )  Constructive Discipline

   (  )  Situational Leadership

   (  )  Conducting Performance Appraisals

   (  )  Motivating Employees:  It Can Be Done!

   (  )  Coaching Employee Performance

   (  )  Greater Productivity Through Improved

            Work Processes

   (  )  Project Management

   (  )  Effective Team Building

   (  )  Fundamentals of Delegating

   (  )  Communication Skills for Managers

   (  )  Goal Setting

   (  )  Conflict Resolution

   (  )  Managing Change:  People and Process

   (  )  Facilitation Skills for Team Leaders

   (  )  Mediation (Alternative Conflict Resolution)

   (  )  Critical Thinking and Creative Problem 

            Solving

   (  )  Cross Training Methods

   (  )  Executive Coaching

   (  )  Change Management
   (  )  Managing Customer Service

   (  )  Developing Management Skills for

            Administrative Support Staff

   (  )  Managing Conflict & Change

   (  )  Performance Appraisal & Evaluation

   (  )  _________________________

Manufacturing
   (  )  Bar Code Inventory Management Systems

   (  )  Blueprint and Work Order Reading &

            Interpretation

   (  )  JIT Forecasting and Master Scheduling

   (  )  Systems Thinking Methodology

   (  )  Activity Based Cost Management (ACBM)

Manufacturing (cont’d)
   (  )  Purchasing/Supply Management

   (  )  Machining Metals and Plastics

   (  )  Production Control Methods

   (  )  Principles of Hydraulics

   (  )  Production Scheduling & Work Flow

            Management

   (  )  Lean Manufacturing

   (  )  Project Management

   (  )  Uninterrupted Power Supply

   (  )  Workflow Strategic Management
   (  )  Contract Management

   (  )  Inventory/Internal Distribution Mgmt

   (  )  Customer Service & Continuous

            Improvement

   (  )  Work Measurement & Performance

            Evaluation

   (  )  _________________________

Communications
   (  )  DiSC for a Better Understanding of

           Yourself and Others

   (  )  Effective Telephone Skills

   (  )  Achieving Customer Service Excellence
   (  )  Successful Negotiating
   (  )  Conflict Resolution

   (  )  Conversational Spanish

   (  )  Spanish for Managers

   (  )  English as a Second Language

   (  )  Developing Dynamic Presentation Skills

   (  )  Effective Report Writing

   (  )  Technical Report Writing

   (  )  Conducting Effective Meetings

   (  )  Effective Email Communications

   (  )  Basic Communication Skills

   (  )  Public Speaking

   (  )  Giving Constructive Feedback

   (  )  American Sign Language

   (  )  Dealing with Difficult People

   (  )  Stand Up & Speak

   (  )  _________________________

Healthcare
   (  )  Healthcare Careers Seminar 

   (  )  Patient Satisfaction

   (  )  Risk Management
   (  )  Spanish for Health Care Workers

   (  )  Customer Service

   (  )  Medical Terminology I and II

   (  )  Medical Insurance and Billing

   (  )  Child Development Stages

   (  )  American Sign Language for the 

            Health Care Professional

   (  )  _________________________

Telecommunications
   (  )  Lucent Homepage Applications

   (  )  Emerging Technologies in the

            Telecommunications Industry 

   (  )  Lucent Technologies Installer Basic Training

   (  )  Overview of Basic Data Communications

   (  )  The Complete Installer/Customer Relations

   (  )  Voice over IP

   (  )  _________________________

Construction/Maintenance Trades
   (  )  Electricity

   (  )  Uninterrupted Power Supply

   (  )  New Technologies and the 

            Construction Trades

   (  )  Blueprint Reading



Municipality Specific Courses
  (  )  Police Report Writing

  (  )  Computer Forensics

  (  )  Customer Service

  (  )  Permit Clerks and Uniform Construction

           Code Applications

  (  )  Problem Solving

  (  )  Working with Special Events

  (  )  Effective Media Relations

  (  )  Spanish for Law Enforcement

Compliance Training
   (  )  Drug Free Workplace

   (  )  Diversity Sensitivity

   (  )  _________________________

Other
   (  )  Mediation for Attorneys

   (  )  Landscape, Horticulture, and Pest Control

   (  )  _________________________

   (  )  _________________________

Other information that will be helpful as part of a thorough needs assessment—

Your company’s 


Mission Statement and Vision


Strategic Plan


Human Resources Development Plan

Regarding your leadership team, supervisory teams, production workers or other front line workers, office staff, and other workers, think about—


Where is your company today and what is your goal regarding…



Financial



Products



Sales ($ and volume)



Service Level (Customer Quality and Staff Commitment)



Quality (Standards and Results)



Staff Development Issues


What are the obstacles to meeting your goals?


What are the identified symptoms of non-performance?


Have you identified other performance gaps that keep the organization from being productive or 


growing?


What are the work traits and skills of your top performers?  What traits and skills would you like the other employees in this work group to emulate?

Thank you for considering the Center for Business Education and Training as your vendor for performance solutions.  We look forward to providing you with a cost effective proposal for training that will meet your needs.

Deborah Robinson, Director

732-255-0510

drobinson@ocean.edu
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